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AGREEMENT BETWEEN

&HE BOARD OF TRUSTEEL OF THE SCIHOOLCRAFT
COMMUNITY COLLEGE DISTRICT

AND

THE FACULTY FORUM OF SCHOOLCRAFT COLLEGE

This Agreement, entered into this 21st day of August,
1972, by and between the Board of Trustees of Schoolcraft
Community College District (hereinafter called the "Board")
and the Schoolcraft College Faculty Foium, a local unit of
the Michigan Education Association and the National
Education Association, (hereinafter called the "Forum").

PREAMBYLE

WHEREAS, the Board and the Forum recognize and declare
that providing quality higher education consistent with
community resources for the people of this College District
is their mutual aim and that the character of such education
depends, (in part), upon the quality and morale of the
professional personnel, and

WHEREAS, the Faculty recognize that their primary
responsibility is to perform their professional duties
fully, properly, and ethically, and

WHEREAS, the Board has a statutory obligation, pursuant
to Act 336 of the Michigan Public Acts of 1947, as amended,
to bargain with the Forum as the representative of the faculty
with respect to hours, wages, terms, and conditions of
employment. -

NOW THEREFORE, it is agreed:

ii

-



ARTICLE 1

RECOGNITION AND DEFINITIONS

Section 1. The Board rccognizes the Forum as the

sole and cxclusive bargaining representative, as defined
in Section 11 of Act 379, Public Acts of Michigan, 1965,
for all instructors, counsclors, and assistant librarians
(referred to in this Agreement as "faculty") employed
full-time by Schoolcraft College excluding all employees
on administrative contracts, part-time, and substitute
faculty. References to male faculty shall include

female faculty.

Section 2. - For the purpose of this Agreement the
following terms shall mean:

a) Faculty Member - the term "faculty member" shall
mean all instructors, coop-instructors, counselors,
and assistant librarians employed full-time by
Schoolcraft College and represented by the
Forum.

b) Full-Time Instructor - is an instructor who
either:

(1) Teaches one (1) or more courses the
total of which constitutes nine (9)
or morefcontact hours per semester; or

(2) Teaches in culinary arts and satisfies
the definition of a basic load in Article V,
Section 2 (e) for a semester; ‘or

(3) Performs the functions of a cooperative
instructor and satisfies the definition of
a basic load as defined in Article V,
section 2 (f) for a semester; or

(4) Performs the function of an automotive service
laboratory instructor and satisfies the,
definition of a basic load in Appendix L.

c) Full-Time Counselor - the term "full-time counselor"”
shall mean a counselor who is employed by
Schoolcraft College under a probationary or full
status contract for a twelve (12) month' period and
who has a regular work load of thirty-five (35)
hours a weck.

d) Full-Time Assistant Librarian - the term "full-time
assistant librarian" shall mean any assistant '
librarian who is employed by Schoolcraft College
under a probationary or a full status contract for
a twelve (12) month period and who has a regular
work load of thirty-five (35) hours a week.




ARTICLE I (cont'd)

e) Definition of Instructional Year - an
instructional collcge year for the purposes of
this contract is defined as consisting of the
fall and winter semesters, an aggregate of
thirty-six (36) weeks. A semester is defined
as a period of eighteen (18) weeks, more or
less, of which sixteen (l16) weceks, more or
less, is assigned. Two semesters constitute
a thirty-six (36) week contract period for
all full-time instructors. (See Appendix E -
College Calendar).

Section 3. The Board agrees not to negotiate with
any faculty organization other than the Forum with
respect to wages, hours, terms, and conditions of
employment for faculty members covered by this
Agrecment for the duration of this Agreement.

Section 4. The Forum will continue to represcent all

members of the bargaining unit, equally, without
regard to membership in the Forum.

ARTICLE II

BOARD RIGHTS

Section 1. Except as modified by the terms of this
Agreement, the Board shall retain all rights and powers

to manage Schoolcraft College and to direct its faculty

as conferred by the laws and constitution of the State

of Michigan and of the United States and encompassed in
the Bcard's responsibility to manage the Community College
District. These rights and powers shall include, but
shall not be limited to:

a) The executive hanagement and administrative
direction-of its properties, facilities, and faculty.

b) The hiring} assignment, firing, and suspension
of faculty subject to provisions of law.

c) The establishment or elimination of curricula,
courses of instruction, and extra curricular
programs. :

The exercise of these rights shall be limited only by the
terms of the Agreement and provisions of law.




ARTICLE IIl1

FACULTY RIGHTS AND RL¥PORSIBILITILES

Section 1. The Board will not discriminate against any
faculty mcmber with respect to wages, hours, terms or
conditions of'employment by reason of his membership in
or participation in the activities of the Forum.

Section 2. The Board shall designate bulletin boards
or adequate portions therecof for the posting of Forum
business notices or social announcements. All such
notices or announcements shall be furnished to the Vice
President of Business Affairs or his designee prior to
posting.

Section 3. The Forum shall have access to faculty
mailboxes for its business notices and social announcements.
All such nntices or announcemcnts shall contain the signa-
ture of a Forum official and a copy shall be furnished to
the Vice President of Business Affairs or his desianee prior
to distribution.

-Section 4. The Forum shall have the right to use College
facilitics and equipment for meetlngs prcviding the use of
such facilities and equipment is scheduled through the

office of Business Affairs. The Forum shall pay any over-
time costs incurred as a result of the use of college fa-
cilities, and shall pay for the cost of all materials and
supplies incidental to the use of college equipment. College
classified personnel shall not be utilized for Forum business
during their working hours.

Section i; The Board agrees to furnish to the Forum in
response to official reguests available public information
which shall assist the Forum in preparing for negotiations.
The Board shall not be éxpected to compile information hut
shall provide such information in the form available.

S~~tjion 6. Each instructor shall be entitled to freedom
-7 discussion within the classroom on all matters within
the framecwork of the course being taught, which are rele-
vant o the course and within his area of competence.

Section 7. Any full status faculty member may request

a change in departmental assignment to another area within
his competency by giving official written notice to the
appropriate administrator with a copy o the appropriate
Vice President. Such notice nust be received prior to
February 1, of the contract yecar. TFaculty members making
such a request will be given first consideration for any
existing opening. Assignments shall be nwade at the dis-

cretion of the BRoard.




ARTICLLE 111 (cont'd)

Section 8. Each faculty member shall have the right upon
reasonable reguest and notice to review the contents of his
personnel file, excluding letters of rccommendation and
employment credentials, with an appropriate administrator.

The faculty member may be accompanied by a Forum representative
if he so desires. UWhen material is placed in an individual's
personnel file the [aculty member shall be furnished a

copy of said material and shall have ten (10) days to write

a rebuttal which shall bn attached to the original material

in the file.

Section 9. The Board shall not reaquire any faculty member
to assume an extra contractual assignment without his
prior written consent.

Sectior 10. Any and all administrative vacancies will bhe

posted. Such notice will contain a list of gualifications
necessary to hold a position and a closing date for accepting
applications. The Forum is encouraged to submit a recommendation
on any person who it thinks is gualified to hold the position.
Any application and/or recommendation must be in writing,
addrassed to the Director of Personnel. The Board shall have

the sole anthority to fill these wvacancies.

Section 11, The presence of cameras, tape recorders or
similar recording devices during the meeting of a class shall
be subject to the permission of the instructor.

Section 12. The faculty member is entitled to the enjoyment

of his constitutionally guaranteed rights. “When he acts as

a private citizen, he shall be free from institutional
discipline. The faculty :.iember, mindful of his responsibility

to protect his own and the institution's integrity, shall
exercise reasonable care to show that he is acting as a

private citizen and does not speak for nor represent the College.

Section 13, A faculty member shall at all times be entitled
to have present a representative of the Forum when he is
being reprimanded or disciplined.




ARTICLE IV
/
FACULTY STATUS

Section 1. Probationary Status

a) Faculty members shall be employed in a
probationary status during the first
two (2) vears of their employment at
Schoolcraft College. However, if his
evaluations should be less than satisfactory
he may be offered a probationary contract
for his third yecar of employment. Should
the third vear cvaluations be satisfactory,
the faculty member shall be offered a full
status contract. ,

Section 2. Evaluation

/]
a) During the preobationary period, probationary
faculty membecrs shall be subject to a continuous
formal evaluation,

b) The following c¢valuation procedure will ke utilized
by the Office of Instruction and/or the Office of
Student Affairs in evaluating probationary
faculty members:

1) There will be three ecvaluations per
year by each evaluator, two in the fall
semester, one in the winter semester.

2) Evaluations will be conducted by the
appropriate Director, Head Librarian or Vice-
President for Student Affairs, and by the
Department Representative.

3) Evaluations will be carried on in the classroom,
the laboratory, or other locations where the
faculty member performs his duties.

4) Written rcports will.be made of ecach
evaluation.

/ 5) After cach written evaluation, a conference will

' be held between the probationary faculty member
and the two cvaluators. The written evaluation
will be discussed with the probationary faculty
[member and initialed by him before the evalu-
ation is;placed in his personnel file.

6) The probationary faculty member may make a
writien response to the evaluation. The response
miast be made within ten (10) working days after-
the conference with the two evaluators and will




ARTICLE IV {cont'd)

be attached to the evaluation.

7) The evaluation and response will be forwarded
. to the appropriate Vice President.

8) Student evaluation méy be requested by
either or both of the evaluators or by the
faculty member.

9) Where a probationary performance shows defic-
iencies, the deficiency must be stated in
writing along with a plan for improvement.
Such a plan must be jointly formulated by
both evaluators and presented to the
probationary faculty member in a conference
with the appropriate Dcan and appropriate
Vice President. Should the evaluators be
unable to agree on such a plan, it shall be
devised by the appropriate Dean or Vice
President.

10) Should it be necessary to revise or develop
an evaluation form, such form will be
revised or developed by the appropriate Vice
President in consultation with the Curriculum
Instruction Committee or Counselors or Assistant
Librarians.

Section 3. Each probationary faculty member will be
notified in writing by March 15 of one of the following:

a) The continuation of the probationary
contract.

b) The placement of said probationafy faculty
memher on a full status contract.

c) Termination of employment.

Section 4. Probaiionary status may be-jiterminated in
the following manner:

a) By mutual consent at any time.

b) By resignation of the faculty member at the
end of the Instructional College Year, provided
written notice of such resignation is given
as soon as possible but not later than forty-five
(45) days before the end of the Instructional
College Year. ;

c) By administrative action during the course

ERIC e




ARTICLE IV (Cont'd)

d)

of the Instructional College Year. Termination of
probationary status during the course of the
Instructional Colleye Year shall be for cause. A
written notice of termination, setting forth the
reason for such action, shall be furnished the
faculty member. Within fifteen (15) days after
the receipt of such notice, the faculty member may
reguest a hearing before the Board by presenting a
written request to the Chairman of the Board, with
a copy to the President of the College. The pro-
cedure set out in Article IV, Section 7 shall be
followed.

By administrative action at the end of the Instructional
College Year. The release of a faculty member on
probationary status may take place at the end of the
Instructional College Year without recourse to the
grievance procedure. At lcast forty-five (45) days
prior to the end of the Instructional College Year

the probationary faculty member shall be notified of
his. release and the rcasons therefor in accordance

with the provisions of Section 3 of this Article.
Within ten (10) days of the receipt of such notice

the probationary faculty member may request a hearing
before the Board. Such request shall be in writing.
The Board shall schedule the hearing within thirty

(30) days from the date of the receipt of such written
request. In reaching its decision the Board shall re-
view and-consider the employee's probationary evalua-
tion reports. The Board may consider all other matters
it deems relevant in reaching its decision.

Section 5. Faculty members who have successfully completed

their probationary period shall be employved under a full
status contract. .

Section 6. Full Status Faculty Member

ca)

b)

c)

A full status faculty member shall receive a contract
that will guarantee his continued services except

for the following conditions: ' termination, staff
reduction, retirement, resignation.

An annual salary agreement (See Appendix A) is
required for use with this continuing contract.

A full status contract may be terminated by the Board
(See Section 7 of this Article, Procedure for Terminating
a Full Status Contract) for the following reason(s):

of retirement due to age; or good and adegquate cause



ARTICLE 1V

d)

Section 7.

a)

b)

c)

d)

e)

Section

{cont'd)

8.

(good and adeguate cause includes
immorality, conviction of a felony,
insubordination, and incompetency) ;
or as an outgrowth of the suspen91on

uprocedure

A full status faculty member may be
suspended with pay for good and adeguate
cause (See Section 8 of this Article
Procedure for Suspendlng a Full Status
Faculty member)

Procedure for Terminating a Full Status Contract

A notice of intention to terminate the contract
must be furnished by registered mail to the
Faculty member by March-1l. A Faculty member
may terminate his contract by notifying the
Board by April 1. Such notices must be
accompanied by a written statement outlining
the specific reason (s) for such action.

Within fifteen (15) days of the receipt of the
termination notice, the Faculty member may
request a hearing before the Board by presenting
a written request to the Chairman of the Board.

Such a hearing must be held within fifteen (15)
days after the Chairman has received the reqguest.
The Faculty member may be represented by counsel,
by representatives of the Forum and may call
witnesses. At the Faculty member's option, the
hearing may be open or closed. :

.Within ten (10) days from the date of the hearing

the Board shall tender a written decision to the:
Faculty member by registered mail.

If the Faculty member is not satisfied with the
decision of the Board, he may within five (5) days
submit the decision to arbitration by serving

a written notice to the Board at which time

Step Four of the Grievance Procedure shall become
operable.

All records of these proceedings shall be kept
separate from the personnel file of the Faculty
member

Proceduae for Suspend:ng a Full Status
Faculty Momber. ,

A notice of suspension must be furnished in
writing by registered mail to the Faculty

-8 -



ARTICLE IV

b)

e)

Section

(Cont'd)

member. Such a notice must be accompanied by a
written statement outllnlng the specific reason (s)
for such action. ) .

A hearing before the BJard of Trustees shall be
held not later than the next regularly scheduled
meeting of the Board. The Faculty member may be
represented by counsel, by representatives of the
Forum, and may call witnesses. At the Faculty
member's option, the hearing may be open or closed.

Within ten (10) days from the date of the hearing,
the Bogrd shall tender a written decision.

) i
If the Faculty member is not satisfied with the
decision of the Board, he may within five (5)
days submit the decision to arbitration by serving
a written notice to the Board at which time Step Four
of the Grievance Procedure shall become operable.

All records of these proceedings shall be kept
separate from the personnel file of the Faculty member.

a

9. Evaluation of Full Status Faculty

a)

"All full status faculty members shall be evaluated

once every three (3) years by the appropriate director,
head librarian or Vice President for Student Affairs
and by. the Department Representative or his designee

in the event of his own evaluation. No more than

"one third (1/3) of the full status faculty shall be

evaluated in any one (1) academic year, the order to
be determined by beginning with the top of the
faculty seniority list and extending to it's
conclusion; '

1) The evaluation will be based on separate visits
of not less than one (1) class period during
‘the same semester by each evaluator at a time
mutually agreed upon between the faculty member
and the evaluator.

2) Evaluatlons will be conducted in the classroom,
laboratory or other location where the faculty
member performs his duties.

: .

3). Within ten (10) working days after the second
(2nd) evaluation a joint conference will be
held between the faculty member- and the evaluators.



ARTICLE 1V (cont'd)

4)

7)

Section 10.

Their written evaluations will be discussed
with the faculty member and initialed
by him before they are placed in his
personnel file. The faculty member may
at his discretion have a Forum representative
present during the evaluation conference.

|
The faculty member may make a written response-
to the evaluations. The response must be
made within ten (10) working days after the
conference with the evaluators and will be
attached to the evaluations.

Student evaluation may be requested by
agreement between both of the evaluators

or by the faculty member. When such an
evaluation occurs it must take place in the
same semester during which the -formal eval-
uation has occurred. Such an evaluation must
include all classes currently being taught

by that instructor, or a sampling of fifty -
(50} students from that counselor's load.

Where performance shows deficiencies, the
deficiencies must be stated in writing along
with a plan for improyement. Such a plan
must be formulated by the evaluators and
presented to the faculty member in.a conference
with the Director or Head Librarian and the
‘appropriate Dean and appropriate Vice President.

The form (s) necessary to carry out the

~evaluation shall be developed by the Forum

Senate at which time they shall become
appendices to the Master Contract. 1In any

"event, such forms shall be completed and

available for use by Novéember 1, 1972, bhut
in no case later than the beginning of the
1972-73 Winter Semester.

Staff Reduction’

A) Seniority

1.

A faculty member shall be entered on the
seniority list of the College from his

initial date,of full time émployment. 1In.

case of equal seniority higher rank shall

be determined alphabetically beginning with- -
the letter A, ' -

Seniority rank shall be maintained during :
absence from the College due to staff reduction.

 -10-



ARTICLE IV (cont'd)

3.

A faculty member shall lose seniority
with the College if he resigns, quits,
is discharged or is laid off for longer
‘than three (3) years.

A faculty member shall accrue faculty
seniority only for the time during which he
was employed as a full time faculty member,
on a professional leave or on involuntary’
military leave.

B) Reduction of Faculty

T 1.

Whenever necessary, because of insufficient
student enrollment as defined in paragraph D
below, to decrease the size of the full time
faculty in any discipline, {(e.g. econoinics)
counseling service or library facility, the
Board, upon recommendatlon of the President
may lay off ~ the' necessary number of faculty
in the dlsc1p11ne {(s) or areas affected.

1. The placemént of faculty
in the affected discipline or area
on lay orf shall begin with probationary
faculty in that discipline or area,
and then full status faculty from that
discipline or area in inverse order of
their senlorlty

. Whenever necessary to decrease the size of

the full time faculty staff because of insuffic-
ient funds, the Board, upon recommendation of
the President, may cause the necessary number

of faculty, beginning with those serving
probationary pericds, to be placed on lay off

‘without pay, but only in inverse order of their

accrued faculty seniority. Should it become
evident that a particular department will be
unable to function because of seniority reduc-
tion of staff, inter-departmental transfers

of gualified staff members shall be allowed.

If a position cannot be filled with a qualified
staff member in accordance with sceniority an
instructor with lower seniority may be retained
in order to maintain continuance of the program.
Should this not resolve the problem, the Bosrd's
representatives shall negotiate with the
Faculty Forum for a satisfactory solution.

. Relation to filling p051tJons, Supplpmentals

and Part-time Faculty.

-11-



ARTICLE 1V

(Cont'd}

a)

c)

A faculty member about to be laid off shall

be given preference based on seniority for
another full-timé position for which he is
gualified. The secondary fiaculty member
affected by this procedure shall also have

the right based on seniority: and qualifications
to displace (bump) -a faculty member. The

last faculty member affected shall then be

the one who is laid off.

A faculty member who does not have a full

‘load in any given semester shall be given

priority tc acgquire a full load by assuming
any open class or classes which he is
gqualified to teach.

A faculty member who is on lay off shall be
given preference as a part-time instructor
to téach courses for which he is gualified
at the Supplemental rate. ‘ '

Reinstatement of Faculty Members

1.

When circumstances shall be aeppropriate each
faculty member placed on lay off, as
aforementioned, shall be reinstated in inverse
order of his placement on lay-off.

Faculty members who return from lay off_defined
above, shall not be subject to loss of credit
for previous years of service.

The Personnel office shall notify faculty
members on lay off of openings for which they
are qualified. No new ap901ntments 'shall be
made where there are available faculty members

on lay off who are gqualified to fill the va-

cancies, unless such faculty members shall fail

to advise the Perscnnel Office of their acceptance
of employment within 15 calendar days from the
date of mailing of their notifjcation %uch

return recelpt requested.

If more than one quallfled faculty member on

'-lay of f applies to fill a wvacancy, the

applicant having the greatest seniority shall

be offered the position.
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ARTICLE IV (Cont'd)

I:)) Insufficient enrollment is defined as one of
the following:

1) . In the second consecutive semester in

- which every member of a given discipline did
not have a basic load staff reduction may '
be implemented. Such notice of layoff
must be given no later than March 15th.
This means that the layoff becomes effective
with the beginning of the next instructional
year.

2) In case any member of a given discipline
cannot be assigned any part of a load,
staff reduction may be implemented to
take effect at the end of that semester.

3) Should the head count load for counselors
fall below an average of 200:1 f(based on
day head count) for two (2) consecutive
semesters then staff reduction may be
implemented. Such notice of lay off must
be given on or before March 15th. This
means that the layoff.becomes effective
with the beginning of the next instructional
year.

~-13-




ARTICLE V

FACULTY LOAD AND ASSIGNMENTS

Section 1. Length of Class Session - A class scheduled

for one hour shall include fifty (50) minutes of instruction
and ten (10) minutes of passing time. In classes scheduled
for more than one (1) hour in the same session, the
instructor may schedule a break eqguivalent to ten {10)
minutes per hour for each hour except the last hour where
the ten (l0)minutes shall be used for passing time.

Any variation must have the approval of the instructor

and the appropriate director or dean.

Section 2. The basic load of a faculty member shall be
one of the following: .
|
a) Faculty members who are assigned lecture courses -
exclusively.  shall have a basic load of fourteen
to sixteen (14-16) contact hours per semester,
with a minimum of thirty (30) contact hours
.for the Instructional College Year. Provided,
however, that the English Composition Courses
(English 51, 85, 101, 102, 116, 201,202) shall
be equated on the ba51s of four,(4) contact
llours for each three (3) contact hours taught.

b) Faculty members who are assigned either laboratory-
" leocture courses, or a combination of lecture and
lecture-lahoratory codrses, or combinations of
lecture and laboratory courses shall have a basic

load of fifteen to sixteen (15-16)contact hours
per semester, with a minimum of thirty (30)
‘contact hours for the Instructional College Year.

c) Faculty members who are assigned courses in health,
and vocational-technical areas (Budget Series
200 and 300, excluding culinary arts) shall have
a basic load of sixteen (16) contact hours per
) semester with a minimum of thirty-two (32) contact
' hours for the Instructional'College Year. The
basic load for instructors in the associate degree,
practical nursing and medical records programs
shall be thirty-two (32) contact hours averaged over
the Instructional College Year. Any hours over
thirty-two (32) for the iInstructional College Year
shall be considered an overload and compensated for,

d) Faculty members who are assigned to any of the
following programs shall have a bhasic load of th1rty~
five (35) clock hours per week:

(1) Assistant Librarians
(2) Counselors

. : 1 .
e) The basic load for instructors who tecach in Culinary
Arts is the time regquired to perform all duties
necessary to meet their assigned schedule. The
time required to perform their duties exceeds
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ARTICLE V

£)

g)

Section 3.

(Cont'd)

a thirty-five (35) clock-hour week. (See Article
12, Section 10}.

Faculty members performing the function of a co- '
operative education-instructor shall be assigned at
least forty-five (45) but no more than sixty-five

(65) cooperative students a semester. For purposes
of establishing an underload or an overload three and
one~half (3 1/2) students shall be equated to one (1)
contact hour per semester. Cooperative education
%nstructors]having less than the minimum number of
assigned students in a semester may be assigned an
additional class in accordance with Section 3 of this
Article in order to meet. the requirements of a

basic load. For everv three and one-half (3 1/2)
students in excess of sixty-five (65) the cooperative

education instructor shall be compensatéed for one

(1) hour of overload.

. ? . .
Community Service program assignments shall not
be considered as part of a faculty members load.

The basic load of an instructor shall be schéduled

prior to registration. The basic load shall not include
combined courses taught in one assembly unless otherwise agreed
to by the instructor. No class offered may be cancelled until
formal registration is completed. Should the load of an
instructor be less than basic load.at any time he shall be
_assigned an open day or evening class or classes to establish

his basic

a)

c)

Section 4.

load. When such assignments are made:

No more than one (1) class-per semester shall be
assigned outside of the time span as set out in
Article V, Section 9a, unless mutually agreed to.

Such a551gnments are: made in consultation with

instructor. -
{

No classes within a discipline will be assigned to
anyone outside the hargaining unit until ba51c loads
w1th1n that ‘discipline are SatlelLd

For the purpose of establishing a bhasic load,

courses taught in combination in one assembly shall be treated
as one course or section and shall be given the weight of that
course or section having the greatest number of contact hours.
Where multiple sections of the same course are assigned to an
instructor to be taught in one assembly, the combined sections
shall be treated as separate sectlons for the purpose of
establlshlng a basic load.

Section 5.

If, in scheduling the load of an instructor to

meet the requirements of a bhasic load, the instructor

EKC

wll Toxt Provided by ERIC
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ARTICLE V {cont'd)

is scheduled to teach contact hours in excess
of the maximum necessary for a basic load in
Section 2 of this Article, the contact hours in
excess of the maximum necessary for a basic
load shall be considered overload.

Section 6. A course preparation is the time needad

to precpare one (1) or more sections of a single

course or combined sections of two (2} courses taught

in one (1) assembly. The number of course preparations
assigned to an instructor pas part of his basic load

at any one time during a semester shall not, except

by mutual agreement between the faculty member gnd

the appropriate adminiszstrator, exceed three (3) preparations
provided:

a)' WUltlple sectionsiof the same course
taught in one (l) assembly or combined sections
of two (2) courses taught in one (1) assembly
shall be the same as teaching one section of one (1}
course and shall only bé considered as one (1)
Freparation. {

b) Preparations in Physical Education shall be
set at four (4).

C) Preparations in the Apprenticeship Program
shall be set at five (5). Where these courscs
are taught in combination with course offerings
in other disciplines single preparations shall
be eguated one (1) for two (2).

d) Applied music courses,shall be excluded from
course preparations. £y

e) Such agreed upon additional preparations shall
be compensated for at the rate of three hundred
($300) dollars.

Section 7. Where an instructor desires to be a551gned to
teach a class or classes in addition to his basic load,
such assignment shall be considered as a supplemental
assignment. Supplemental assignments made during the
Instructional College Year shall be limited to four (4)
contact hours per semester or one (L) class per semester
whichever has the greater contact hours.

Supplemental assignments made during the Spring or
Summer sessions shall be limited to either:

a) One class having more than eight (8) contact
hours per session, oOr .

b) Two (2) classes or eight (8) contact hours
‘whichever has the gfeater number of contact
hours. '

~16~




ARTICLE V (cont'd)

Except during the Spring and Summer session which
will be based on the department rotational policy,
no instructor may be given a supplemental assignment
prior to registration, and then only after all basic
loads have been assigned within the department.

Section 8. Preference shall be given for supplemental
tecaching assignments to full-time members of the
instructional staff provided such assignments fall
within their area of competence,

Section 9. Faculty Working Day/Week The professional
obligations of a faculty member shall be fulfilled
between the hours of 8:00 a.m. and 5:00 p.m. Monday
through Friday. Faculty members are not required to
be physically present at all times during these hours.
Nothing herein shall prohibit an instructor from
accepting a seven (7) hour span outside these time
limits as mutually agrced to between an instructor and
the Administration.

a) The time required to fulfill an instructor's
basic load shall not exceed A span of seven (7)
hours.

b) The work day for counselors and librarians shall
consist of seven (7) hours exclusive of lunch
hours. The college reserves the rignt, wher
necessary, to include one (1) evening per work
week as a reqular extension of the work week for
counselors. This extension of the work week
shall be compensated for either at the rate indicated
under Article XII, Section 10, or through the use
of compensatory time.

' c) Between the hours of 8:00 a.m. and 5:00 p.m. and
without the consent of the instructor, an instructor
will not be required to teach in continuous sequence:

(1) A lecture class or classes for more than
two (2) consecutive hours. 4

(2) A lab-lecture or laboratory class for more
than three (3) consecutive hours.

(3) A lecture hour immediately preceding or
"following a separate laboraLory session.

Instructors in Health Careers and Culinary Arts
Prngrams, and instructors teaching outside of
the folJLge week are cxpressly exzmpt from these
provisions.

Section 10.0ffice !llours. The instructor shall post at
least five (5) office hours during the college week in
which students may make appointments. In the event

an instructor is unable to meet all or part of a schedulcd

[Kc | 17
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ARTICLE V (Cont'd)

office hour, he shall post suitable notitication.

Section 1ll. Extra Curricular Activities. Each faculty
member shall be assigned to not more than one (1)

extra curricular activity per college year. Such
activities shall include and be limited to dances and
student club sponsorcd activities. Assignments shall
be made by the Vice President of Student Affairs or

his designee.

Section 12. Attendance at Formal Ceremonies. It is
expected that all faculty will be in attendance at the
College graduation ceremonies. Formal receptions oxr
dedications may be attended by the faculty on a
voluntary basis.

Section 13. Counseling/Advising - The counseling and
advising of students shall be the responsibility of the
Vice President for Student Affairs and the Director of
Counseling.

a) Whenever the Vice President for Student
Affairs and the Director of Counseling
deem it necessary, they may scek the assistance
of full status instructors to dssist with the
advising of students. The decision as to the
number of instructors necessary shall be made
by the Vice President for Student Affairs and
the Director of Counseling.

b) 3Such additional advising responsibility shall
be considered as an extra contractual assignment
to be paid to the instructor at the rate of
One Hundred ($100) Dollars per semester.

c) The Board shall make every effort to maintain a
student counselor ratio of 400:1 (based on day
head count). '

Section 14. Faculty Absences - It is expected that all
scheduled .class and/or office commitments will be met by
the faculty member. Absences from classes or office hours,
except in case of personal illness or cmergrency shall be
arranged at least 24 hours in advance with the appropriate
director or dean. 1In the case of personal illness or
emergency, the appropriate administrator shall be notified
as far in advance as possible of Lhe first class or

office commitment to be misscd.

Section 15. Class Size - Class size will be established
at no more than thirty-two (32) students in any recitation
section and no more than twenty-nine (29) in any English
Composition section.
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ARTICLE V  {cont'd)

However, no instructor's assignment shall excced

an average of thirty (30) students per recitation

section or twenty-seven (27) per English Composition
section. In no case shall the number of students in

a laboratory section exceed the number of fixed stations
contained in .the room to which the laboratory section

is assigned. Hothing contained herein shall prevent

an instructor from accepting additional students

as agreed upon between the instructor and the student (s).

Section l6. Re-Assigned Time

a) The value of reassigned time in the form of
a reduction of basic load, to pursue problems
essential to colleygye functioning, is recoanized
bv both parties.

b) In determining his recommendations on request
for reassigned time, the avpropriate director
-shall consider the following items:

(1) Identification of the problem.

(2) Organized plan to approach solution.

{3) Significance and degree of innovation
involved in solution.

c) Once the reguest for reassigned time has been
approved by the Director the recommendation will
be subject to the approval of the appropriate
Vice President.

-Section 17. Registration - Faculty members shall not bhe
assigned any clerical duties during registration. However,
this provision in no way precludes the possibility of
faculty members volunteering their services. A faculty
member, if he wishes; may assist the Vice President for
Student Affairs and his staff in any capacity.

T -19-



AlUICLE VI

DEPARTHENT RET-ELAD AT
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swction 1. Dowarcments will we established in
, acrorGdancs with the following:
DEPARIMENTS
e e e e — —_ ——
1. Mathomatics ‘
2. Biology |
3. Chemristry
4. Geoloyy,/Phvsics/Geccravhy
5. Art/Music
6. Speech/Drama/Lan: . ace
7. Enoglish Roeadi
8. Accounting.. b oo cessingsGeneral Eus ss/Co-op
9. Scc. scrences
10. Health fractical Nursing,

Medical
A.D. HNursinae
11. Arceh/Civiil Tocn/ratomotive
12, frarfiingMNrc. Welding/Flectronics/R.I.
13. Histor:y /Pn""\Op"'/Dollt*cal Science
14. LCOP”HICS/SOMLOlOgV/DbVLh01OgV
15, Pnysivcal Féucation
l16. Counsalors/srsh. Librarians/Cul. Arts

, Trecupational Therapy,

Section 2. Whuen a vaZange,y CCoOurs, a Department Representative
shall be elected froxm tha full-time menbers of a department by
a majority vote of all full-tiwne merbers of the department.

Saction 3. he term of office of the Department Representative
snall be for one (1) vear commencing on the 15th of September.

<ution 4. The Department Representative shall assist the
uup)ﬁleﬂLO a.dmiristrator in the following:

a) Analysis of staff needs and recommendations con-
cerning individuals to fill full time vacancies.

B} To fouinulale recommendations for the Office of
Instruction in the planning end cquipping of
facilities that may be utilized by the department.

c) 'The fornalation of the departmental budget redquest.

d) Cooparace in che fo.mulation of and, when
Nnocessary, alteration of master class schedules

R X P
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ARTICLE VI {(cont.'d)

for the department.

e} The participation in (and attendance at)
departmental meétings. The Department
Representative shall conduct at least one
meeting per month.

Section 5. Department Representatives shall be paid
3200 and an additional $20 for each additional full
time faculty member assigned to his department.

he Department collectively shall:

TY
1. Istablish Textbook policy.
2. Formulate recommendations to be made to the

Curriculum Instruction Committee (See Article VII)
regarding curriculum Or course changes within

the department. All recommendations shall be
furnished to the Director or the appropriate
administrator for commants prior to presentation
to the Curriculum Instruction Committee by

the Department Representative.

ARTICLE VII

CURRICULUM INSTRUCTION COMMITTEE

Section 1. In oxder to facilitate communications
between the faculity and the administration concerning
instructional and curriculum development, a-Curriculum
Instruchtion Committiee will be maintained.'' :

Section 2.  The committee will consist of twenty (20 . #®
mambers including eight (8) administrators; four (4)
depariment representatives from the Applied Sciences area;
five (8) department representatives from Arts and Sciences;
one (1} counselor, and two (2) students. The eight (8)
administrators shall include: the Vice President of
Instruczion (who shall serve as chairman of the committece);
the Director of Cowmmunity Gervices; two (2) Deansg, namely,
Pean of Applied Sciences” and the Dean of Arts and Sciences,
ard Tfour (4) Direchors of Instruction.

Section 3. The committee shall be advisory to the Vice Pres-
fent of Instruction and shall act upon all curriculum and

se changes proposed by the departments and/or the Office
nstruction prior +o recommendations being made to the
ident and the Board. The committez vill also consider

r matters relative to the curriculum and instructional
sess. ALl nmatters veferred to the committee shall be

E Tkj vlaced on the agenda. '
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ARTICLE VIII

LEAVES OF ABSENCE

Professional and Personal Leaves of Absence may be
granted only for the purposes enumerated in this Article.
Unless otherwise specifically provided, such leaves shall
be unpaid leaves of absence.

Section 1. Professional Leaves and General Provisions

Full status faculty members shall be eligible to recuest
professional leaves. The following general provisions
shall apply for all professional leaves of absence:

a) A professional leave of absence may be
granted for one of the following purposes:

Advanced study.

Sabbatical

Exchange teaching or assignment.

Foreign Country or Overseas Military

School teaching or assignment.

(5) Participation in National Defense Graduate
Fellowship. _

(6) Other professional leaves:

(a) An assignment within Schoolcraft College; or

(b) For employment outside of Schoolcraft College.

N —r—
=W N
_—— e —

b) Application for a professional leave of absence
{except sabbaticazl) shall be filed with the
appropriate director and submitted to the President
through proper channels not later than March lst
for a leave requested for the succeeding Fall
semester and not later than November lst for a
leave requested for the succesding Winter semester.

c) A faculty member shall receive credit for time
spent on a professional leave of absence for
purposes of any salary increases granted while on
such leave.

. Benefits or rights accumulated by a faculty member
prior to the effective date of the leave of absence
shall be carried forward and credited to the
faculty imember .upon his return.

e) At least sixty (60) days before the expiration date
of the professional leave, the faculty member must
submit in writing to the President of the College
~@ither his intention to return, or request for an
extension of the professional leave. Failure :
to so comnply shall constitute fermination of employment.
The only exception shall be in the case of a
Sabbatical Leave where a separalte contract containing
an agrecment to réturn is signed.

£) Fac1lty members who have been on a professional
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ARTICLE VIII ({(cont'd)

LEAVES OF ABSENCE

leave shall not be eligible for another
profiessional leave for a two (2) year
period after their return.

g)- Unless otherwise specified, all professional
leaves shall bhe for a period of one (1)
year. However, with the approval of the
President, such leaves may be extended for
an additional period not to exceed one (l) year.-

h) A faculty member returning from a professional
leave of absence shall return to his former
position or one of like status. This is subject
to the provisions of the staff reduction article.

Section 2. Advanced Study - With the approval of the
President an eligible faculty member may be granted a
leave of absence without pay for advanced study.

Section 3. Sabbatical Leave - The purpose of a sabbatical
leave is to provide for professional growth of the faculty
that is not possible while teaching a basic load or
fulfilling a full-time appointment. The sabbatical leave
should not only be of value to the individual but must have
an impact on the qguality of instruction at Schoolcraft
College. Sabbatical leaves may be granted fo: advanced
study, research or other cognate purposes.

Sabbatical leaves may be granted for the Fall and/or Winter
Semester for instructors, and for periods of six (6) or-
twelve (12) calendar months for Assistant Librarians and
Counselors. Payment for such leaves -will be at full

salary for a scmester for instructors and for a six (6)
month period for Counselors and Assistant Librarians, and
at the rate of one-half (1/2) pay if for two semesters

or for twelve (12) calendar months.

a) Sabbatical leaves may be taken at seven
(7) year intervals. To be eligible for
a sabbatical leave a faculty member must
have been employed for seven (7) conse-
cutive years by Schoolcraft College. Time
spent on leave without pay shall not count
tocward consideration for sabbatical leave.

b) All requests for sabbhatical leaves shall be
submitted to the appropriate Vice President,
who in turn will prescnt the request to the
Sabbatical Selection Committee. The initial
request shall include:

1
(1) ‘The nature of the leave. ;
(2): The outline of the experiences to be
' provided the applicant. _
- (3) The anticipated value of the l.ave
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ARTICLE VIII (cont'd)

LEAVES OF ABSENCE

)

c)

d)

£)

to the College.
(4) The timing and length of the leave.

The request for a sabbatical leave must be
filed no later than February 1 of the fiscal
year preceeding the fiscal year in which the
faculty member desires the leave.

A Sabbatical Leave Selection Committee shall be
selected each year to evaluate the requests
submitted. The Committee shall be composed

of five (5) faculty members, selected by the
Forum, the Dean of Applied Sciences, and the
Dean of Arts and Sciences. In the event a mem-
ber of the Selection Committee reguests a
sabbatical leave, he shall resign from the
Committee prior to the submission of that
request,

Sabbatical leaves shall be limited to purposes
that clearly'promise reciprocal advantage to
the College and to the applicant. 1In making
their recommendations, the Committee shall also
consider the following points:

(1) The extent to which plans submitted for
use of time while on leave are deflnltlve
and educatlonally constructive.

(2) The extent to which a leave could have an
immediate impact on the quality of
instruction or servicé at the College through
the faculty member’s increased competence in
his field and/or instructional techniques.

(3) The recency of advanced graduate work or
professional study completed by the applicant.

(4) Reasonable and equitable distribution of
leaves across the Collego organlzatlonal
structure.

The Committee has the authority to request addition-
al or supplemental information from the applicant

as well as to establish additional guidelines. If
the Committee feels that a conference with the
applicant would be helpful, they have the right to
schedule such an interview.

Granting of sabbatical Leaves — The Sabbatical

TLeave Sclection Committee shall submit their

recommendations to the President. The President
shall submit the recommendations of the Committce
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ARTICLE VIII (cont'd)

LEAVES OF ABSENCE

as well as his recommendations to the Board.
All applicants shall be notified of the
action of the Board of Trustees by April 1.

(1) It shall be understood that a
faculty member on a sabbatical leave
shall not engage in any remunerative
work without the written approval
of the President.

(2) During the sabbatical leave, a faculty
" member shall neither accrue vacation
days nor shall he be eligible to take
vacation days.

Section 4. Exchange Teaching or Assignment - Eligible
faculty members may be granted professional leaves of
absence for exchange teaching and/or assignments. Such
leaves must have the approval of the President.

Section 5. Foreign Country or Overseas Military School
- Teaching.

Eligible faculty members may be granted professional leaves
of absence for foreign country or overseas military school
teaching. Such leaves must have the approval of the .
President. S

Section 6. National Defense Graduate Fellowship and
National Science Foundation Program.

Eligible faculty members may be granted professional

leaves of absence for up to three (3) years in order to
pursue a graduate program under a National Defense

Graduate Fellowship or National Science Foundation Fellow-
ship. Such leaves must have the approval of the President.

" Section 7. Other Professional Leaves ~ Eligible faculty
members may be granted professional leaves in order to
undertake another assignment with Schoolcraft College or
to pursue employment outside of Schoolcraft College. Such
leaves nust have the approval of the President.

\
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LEAVES OF ABSENCE

Section 8. Personal Leaves Defired - Unpaid persbhai
leaves of absence may be taken for the following reasons:

a) Health

b) Maternity

c) Illness in the immediate family

d) Military Service

e) Public Service

f) Jury Duty

g} Netional, State or local teacher association duties.

All personal leaves of absence shall be subject to the
approval of the President.

Leaves of absence for (e} and (g) shall be limited to
full status faculty members.

Appllcatlons for such leaves shall be made in writing and
filed with the appropriate dlrector for submission to the
President. .
Unless it is a physical impossibility to do.so before 2/3rds
of the leave time has elapsed, unless otherwise specified,
the faculty member must notify the President of his intention
to return or his request for an extension of such leave.
Failure to do so or failure to return at the end of such
leave will constitute termination of employment.

Section 9. Health Leave - An extended health leave due

to physical or mental causes which do not fall within the

sick leave policy may be granted to full status faculty
members upon the request of the faculty member and with the
approval of the President. Such requests shall be accompanied
by a written diagnosis by the attending physician.

Extended health .leaves may be renewed with the approval of
the President. n

Requests for extensions of such leave or notice of an
intention to return must be accompanied by a physician's state-
mont attesting to the faculty member's fitness to resume

his duties. The College may at its expense require a
concurring opinion from its physician before agreeing to
the faculty member's return. 1In the absence of concurrence

additional medical evidence may be required at the Board's
expense from a mutually agreecable source. If said leave
or extension is denied the faculty member has the rlght

to appeal to the Board.

Section 10. Maternlty Leave - A faculty member who is an
expectant mother shall be granted a ieave of absence for
a period not to cxceed two (2) semesters beyond the end
of the semester in which the leave takes effect. Faculty
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LEAVES OF ABSENCE

!

members desiring maternity leaves must notify in writing the
appropriate director no later than.one (1) month
‘prior to the date the leave is to take effect.
In an emergency situatiop the above reguirements
would be waived. Whenever possible, maternity leaves
will be scheduled to commence at the beginning of a
semester. Return to the College prior to the expiration
date of the leave shall be permitted only upon the
advice of a physician and the concurrence of the President.

{
Section 11. Illness in the Immediate Family - A leave
may be granted to faculty members to care for ill members
of his immediate family upon the request of the faculty
member and with the approval of the President. At least
51xty (60) days before the expiration date of the leave, _._
the faculty member must submit in writing to the President
either his intention to return, as agreed or a request
for an extension of the leave ¢

Section 12. Military Leaves - Any faculty member who may

be conscripted into the Armed Forces of the United States

for military service or training or who enlists therein

when conscription appears imminent shall be granted military
leave of absence and shall be reinstated following completion
of the leave providing it is for the minimum enlistment or
conscription term. His salary upon return shall include all
annual increments accrued under the salary schedule. A
faculty member who enlists when conscription is not imminent
may be granted a military leave upon the recommendation of
the Président. Request to return from leave must be made
“at least sixty (60) days prior to the beginning of the semester
in which the faculty member requests to return.

When a faculty member must take temporary military leave
(not to exceed fourteen (14) school days) during the.
instructional college year, the Board of Trustees shall
compensate the faculty member involved for the difference
betwveen his pay and the military pay and shall provide a
substitute for his position if necessary. The manner of
payment during this period will bhe specified by the College
Business Office. -

Section 13. Public Service - Faculty membcxs may be

granted leaves for public service. Written request for such
leaves shall be made no later than one (1) month prior to
date such leave would take effect. Public Service leaves
shall be for one (1) or two (2) semesters and are limited to:

a) Campaign for public office.
b) Serving as a. public official.
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|
LEAVES OF ABSENCE

!
c) Sérving in the Peace Corps.

I
Section 14. Teacher Orqganization Duty - Upon the
recommendation of the President, a faculty member
may be granted leave for National, State, local
teacher organization duty and/or employment.
Sufficient notice must be given to enable the
Board tc make adequate provisions for replacement.
No more than five (5) members of the instructional
staff shall be allowed such leave at ‘any one time.

Section 15. Jury Duty - Any faculty member who is -
called for and reports for jury duty shall be paid

an ‘amount egual to the difference between the faculty
member's salary as computed on a daily basis and

the daily jury duty fee paid by the court for each
day he performs jury duty. 1In order to receive
payment under this section the faculty member must
give the appropriate Vice President prior notice that
he has been summoned for jury duty and must furnish
satisfactory evidence that jury duty was performed

on the days for which he claims payment. The
provisions of this section are not applicable to any
faculty member who, without being summoned,volunteers
for Jjury duty.
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ARTICLE IX

SICK LEAVE, PERSONAL BUSINESS, BEREAVEMENT |

Section 1.~ Sick Leave -~ Fifteen (15) days per year,
credited annually, will be granted to each faculty
member, with accumulation to one hundred twenty (120)
days. Prior to the exhaustion of the one hundred
twenty (120) days, should additional days be needed,
the individual may withdraw additional days from a

sick leave bank to-a combined maximum of one hundred
twenty (120) days. Application for such withdrawal
will be made to the Personnel Office upon recommendation
of the Forum. The bank will be developed by taxing
each faculty member three (3) days annually until

a maximum of one thousand (1000) days is accumulated

in the bank. When the bank is reduced to a minimum

of seven hundred fifty (750) days each member will
again be taxed three (3) days. Each faculty member shall
be informed by the Personnel Office of his accumulated
sick leave days and the status of the bank. A faculty
member requesting days from the Sick Leave Bank must
submit evidence of need to the President of the Faculty
Forum with a copy to the Director of Personnel prior

to approval except when physically impossible to do so.

Section 2. Personal Business Days - The number of days
allowed annually for reasons of personal business is_
limited to four (4) days.

Section 3. In case of bereavement, the number of days
granted will be those deemed necessary by the appropriate
Dean or Vice President for Student Affairs. Leaves -
granted will not be deducted from the accumulated

sick leave.
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ARTICLE X

RIEVANCE PROCEDURED

Section 1. Definitions

a) The term “grievance" shall mean a claim of an
alleged violation, misinterpretation, or mis-
appllcatlon of this Agreement or of an alleged
violation, misinterpretation, or misapplication
of existing Board rules, regulations, or policies.

b) The term "grievant®” shall mean any faculty member,
group of faculty members, or the Forum asserting the
claim.

c) The term "day" shall mean calendar days and shall
‘exclude Saturdays, Sundays, and Holidays deflned
in the College Cglendar.,

Section 2. Gene. al Provisions

a) 211 discussions shall be kept confidential among the
grievant, the Forum representative, if any, and the
administiration in the absence of the consent of the
grievant.

b) 2ll grievances shall bz filed and processed on the
forms developed by the Board and the Forum. (See
aprendix D)

The time linits indicated at each level shall be
considered as a maximum; however, said time limits.
nay be cxtended by mutual consent in wrltlng.

91
—

d) 1If the avant, the admi 1Jtrauor, the board, or
= 22 fails to n_et the specified time limits, -
vance shall be advanced to the next step.
, ant, however, may withdraw the grievance
at any step by notw;xlng the appropriate administrator,
D

thereby accepting the decision previously rendered.

@) All) documents, communications, and records dealing
with a grievance shall be fz’od scoarauely from the
uurronnpl files of the grievant. -~

f£) ‘'Whe grievant shall at all levels of the procedure have
the right to counsel..

g) Hearings and conferences held under this procedure shall
ba conduncted at a time and place which will affoxd
a fair and reaszonable opportunity for all persons,
including witnesses, entitled to be present to attend.
Whan such hearings and conferences are held during the
College Day, all employces whose presence is required
zhzll be encuszed for that purpese. :

ERIC
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ARTICLE X

O

E

Aruitoxt provided by Eic:

h)

Section

.The primary purpose

(cont'd)
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ARTICLE ¥ (cont'd)

e)

for arbitration to the Chairman of the Board, with

a copy to the President. Following the written

notice of the request for arbitration the grievant

or his designee and the Director of Personnel or

his designee shall attempt to select an arbitrator.

If mutual agreement on the selection of an arbitrator
cannot be reached within five (5) days after the

date of the reoquest for submission to arbitration

the arbitrator shall be selected according to the
rules of the American Arbitration Association. The
arkbitrator shall have no power to add to, subtract
from, alter, or in any way modify the terms of this
Agrecment or any oxisting Board rule, reqgulation, or
policy. He shall give no opinion with respect to

any matter left by this Agrecinent or by law to the
discretion of the Bcard of Trustees or administration.
The result of the decision shall be implomented within
fiftcen (15) days of receipt of the decision.

The Board of Trustees and the grievant will each pay
onc-half (1/2) the arbitrator's fecs and expenses.
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ERTICLE XI

CONTRACTE

uclh contracts shall be either
ionary.

Section 1. k_full~t::a contvact for thivty-six (36) or
fOltY*ulgHb £8) veeka vill e issued to all faculty members
Llyd: <
-

t
( i
as defincd in hi geznent. 8
full status, temycrary oxr prodati

All full-time counselors and assistant librarians will be
igsued twelve (12) wmonth contracts containing forty-six (46)
weeks of assigned duties,

a) 2 full sztatus (comtinuing) contract shall be izsued
to ench faculty mimber after successfully completing
their prohztionary peried. Such contract is issued
only onca and is updated annually by issuing a
salary addondun, '

b) lNew fazculty mIintars will be igzued poobationary
wets Uos cach yoar daring their probationary

In the evont that o faculliy mernbar 1s not offered the second

o thizd 1. null-uw.“y concract, he will be notified in writing
Ly i..cch 15,  In the cvent that a faculty member is not offered
a Jull riaves contrect, he will be notified by March 15.

Section 2. Supplemzatal contrzcits will be issued for exten-

sions ©f Tfoe Instructional Collicge Year and for certain speci-
i. ad reazons listed beiow:

a)

vonehi in o oddition o mnd cutside of the

2} Qeaonnia curricular assignments,

) Certain specificd exixa preparations, Article V,
Secticon 4.

ERIC
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ARTICLE XI (cont'd)

O

ERIC
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b)

c)

(1) In the cvont of an ewmergency that results in
the vomporary absernce of a full-time faculty
ncnber, or

(2) To temporarily replace a faculty member who is

on extended persconal or professional leave. 1In

no case shall a temporary contract he issucd

for a period greater than one (1) year, nor

may it be renewed more than once, unless mutually

aqreed to by the RBoard Represcntatives and the Forum.
When such contracts are issued, the Forum will be
notifiad as to its purpcse and duration.

' The temporary contract will be eguivalent to a pro-

bationary contract in the event that a faculty member
is latar issued a prokationary oxr full status contract.

All provisions of the Master Contract will be in full
force and effect axczpt that a failure to renew or
cffer a probationary contract or a full status con-
tract is not subject to the grievance procedure.



ARTICLE XII .

COMPENSATION

Section 1. The basic salaries of faculty members covered
by this Agreemant z:2 set forth in Appendix A.

Section 2. General Provisions

a) The salary schedule has four tracks; namely,
Bazhelor's Deyree or equivalent; Master's
Degrece or cguivalent; Master's Degree plus
30 semester hours or more; and Doctorate.

The degiree must be earned from an institution
accredited by a nationally recognized regional
accreditation association.

b) ‘aculty members earning graduate college credits
in addition %o “hosco used for initial placement
may file theos:2 credit: with the appropriate Vice
President for new track assignment. Application
for such new assignment must be made within thirty
(30} days of th» opening of each sawmester, and
must be substantiated by an official transcript.
Contracts shall be adjusted accordingly beginning
with the semester in which application is made.

ction' 3. Taitial p“agement on a step in an assigned track
shall be acraan::nﬁu in the Lolloang manner :

a) - czedit for up to sseven (7)
; ' znece will be allowed upon the
basis of uhw Zactors sek Foxth balow.
(1) ¢Collage tweaching, counseling, cor librarian
Caxvarissce wiill be ccuated one for one.
(2) trial, and/or public school (K-12)
ning, counseling, or librarian experience
1 related non-teaching experience will be
covated two for three. :
(3) “Peaching fellovs or f2aching assistant
crpaerience will be enuated {wo foxr thiee,
b) Degrae ‘:ghxj’eﬂqy Tha following criteria shall
e nsed for granting of UHUIVPlPHWY'
(1) gw\p“ credil for a baoocalaureate degree
lty mengnr ust have heen cmployed in .
tion divectly ralatoed to his contract
Var a mindimum period of five (5) years.
{2) 2 given credit for a master's degree, the
spnvteior gt hold a baccalaureate degree and
tave hx‘n empioyed in an occupation directly
tad to hikg cortyact assignment for a minimam
Q ' -35-
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ARTICLE XII (cont'd)

COMPEMSATION

period of four (4) years.

Wherce the work experience of the -instructor
exceeds the minimum reyuirements listed above,
the excess may be used for track placement
purposes, but experience once allocated for
equivalency purposes cannot be used again for
track placement,

(4) A Juris Doctorate degree shall be eguated to
a Master's degree.

For either case a) or b) above
degrea eqguivalency):

c) (degree holders and

(1) Any fractions appearing in the total figure
will be rourded to the nearest whole number.
(2) The determination of such credit is the re-
sponsibility of the appropriate Vice President
follcw'/ ng ccnsultation with the Department
Repr=scntative and the applicant. A vecord of
expericnce so allocated must e properly noted
and made port of the faculty member's personnel
- record and a copy will be furnished to the
faculty member and the Forum within two (2)
waeks of the applicant's first day of employment.

a) Witen full-time faculty members are emploved under a
supplemental contractual agreement as a coach in
inter-cellagiate athletics he shall be paid in
accordance with the schedule contained herein:

Bagkatball $1400
Basketball Assistant 600
Crass Country 700
Golf : 7350
Socoor 00
Swimning 1025
Tennis 700
Wrasgtling 1125
Women's Baskebball 540
Women's Tield lochey 450
. Gyinmastics 760

O

ERIC

Aruitoxt provided by Eic:

b)

When tha Vicae

Prosidont for

Stndent Affairs or his

designoe determines that a oualificd individual

is re.mived Lo 1
siudent activily proaram,

issund a

-36-
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HEATICLE X1 (cont'd)

COMPLMNSATION

individuals may assist student clubs or
organisiticns on a voluntaryv bhasis.
c) wWhen a full-time faculty member acts as a

timer cr scorer irn an inter-collegiate athletic
contest he shall be paid Ten ($10.00) Dollars
per activity. :

a) Wnen a full-time faculty meuber is aopoznted
as HKead of Intromurals he shall be given a
supplemental contract for four (4) contact

- hours ner soemester.

Section 3. q_;gingxppl;s ~ General Provisions ~-:Faculty

members shzll be pasd evary othir Fricay, o except when a
scheduled paydav ¥alls on a holiday or at the beginning of
a vacation period. 1In these cases the paycheck shall be

C"}
made available ot later than the last instructional day
preceding the holiday or the beginning of the vacation
period. ({(See payroll schedule, Appendix C)

Se:xcticn 8. Compensation tc faculty wmembors issued twelve
(12} month contracts will be paid in twentyv-six {28) agual
installments.

aticn €9 ty merbars iessued regular
COnL ddnndn the Instruciticnal College
Yeai ( h“t weak be naid in nineteen (19)
or twenty-si tal i znts at their option. OCnce
an option is it s centinued for ar annual
pericd. In A a faceunlty mexber on a
Lwenty-~six ToBo nay raouest alter Mey 1,
the balonon WY s,

N IR Lumyvaeution 3 faculty members issued a
supplencntal contract will be paid in dccordance with one of
the following:

1rnfs bag1“n1ng
g the exuension

. CONI AT
SRR

mayno Ll
'n
1

LT

jaz3 pariod of

ERIC
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ARTICLE XII (cont'd}

PENSATION

Section 9. Overtime compensation shall be recorded and
approved in a manner prescribed by the Personnel Office and
will be paid at the first rogularly schaduled payroll
occurring after the period in which such compensation was
earned.

Section 10. Overloads, overtime, and supplemental instruction
shall be compensated £or in the following manner:

aj Overloads and supplemental instruction shall
be paid at the rate of Two Hundred ($200) Dollars
per course contact hour. (i.e. Accounting 201
{(4-1) shall have five (5) course contact hours.
$200 = $1000); '

b) Work in excess of the basic load for assistant
librarians, counselors, and culinary avts
personnel shall be paid at the rate of Nine
Dollars and 50/100 ($9.50) ver clock hour.

¥}
—

Culinary ArLb personnel shall have an overload
‘of Three Hundred Sixty (360) hours for the
Instructicnal College Year which shall be an
integral part of their basic lcocad zssigrment.
Such work shall be corpensated for in the manner
st ,oan in subsection (b) above.

\
d) The coordination portion of tha Medical Records
program, when assigaed, shall be eqguated to
four (4) contact nours and sball be included
in the basic load.

]
(o)
i



ARTICLE XITI

FRINCE BENEFITS

Section

1. Insurance 1972-73

A,

ERIC

Aruitoxt provided by Eic:

The Board will provide without cost to the faculty
member the current college insurance package
covering both the faculty member and his family.

The College insurance plan as it is currently
constituted is shown below. This section is
illustrative but not inclusive.

1) Uospital (Room and Board); 120 days,
semiprivate room actual expense, hospital .
miscellaneous expense ($500 limit), doctors'

sits ($8.00 daily) and out-patient benefits
($500 limit) are included.

Benefits covering diagnostic proceduirass,
ordered by a doctor, and supplemental
accident, not resulting in hospitalization,
are also included. '

Surgery - actual expcnse at reasonable and
customary charges.

N
~—

3) Major Medical; 5100 individual deductible,
80% payment thereafter, $50,000 limit.

The RBozrd will also provide without cost tc the
faculty member a loag tera Aj"a}11ity penefitc

commencing the 1213t day of disability at 70% of
salary with a maximum painent of $1,250 wonthly.

o provide without cost to the
-avel accident life insvvance.

The RBoard will 5

: s

mount of $50,000 for d11 employees
")

M
aouliy member a
beneth in the a

traveling on college business.

The Board will also provide group life insurance
oroteciion in the amount of $8,000 that will he N
paid to the faculty members designated beneficiacy.
In the event of accidental d011h, the insurance will
pay twice the specified amount. Additional life
insurance is available at the faculty meiber's option.




ARTICLE XIII (Cont'a)

Section 4, Cont'd)

($2,000) Dollars. Payment in the case of a

- deceased employee will be made to the beneficiary or
the estate of the deceased. Any faculty member who
retires under the provisions of the Michigan Retire-
ment Act on or hkefore July 1, 1974, is guaranteed
the base amount of One Thousand ($1,000) Dollars.

Sacticn 5,

a) The Roard will budget the sum of fifty ($50.00)
Dollars per full-time faculty member for purposes
of travel to professional :cetings or for
college business.

b) Specific approval for travel allotwents ~ust
be obtained by the faculty member from the
appropriate administrator through the recuisition
nrocedure.,

-d -



ARTICLE X1V !

MISCELLANEQUS DROVISLOJS

O

ERIC
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aoctiun . ﬁel*hpf Lhe Board nor ithe Fnlqm shall discri-

minate acainst any facnlty mezmber on the basis of race,
creed, color, sex, or national Orlgln.

Secticn 2.. Each faculiy mcwbur shall prior to employment
Tornish the Board with a certificate of health on a form
provided by the College.

Section 3. Faculty members shall retire at the end of the
Coilegs Year during which the faculty member attains the age
of sixty-five (65). No faculty member will be offered a
regular contract after reaching the age of sixty-five (65)
except upon the recommendation of the Fresident and the ap-
proval of the Board. Any extension granted shall bz reviewed
annually by the Board. '

Section 4. In the aksence of a St

tion, thz Board shall continue to pr
for all faculty members.

te: directive or lagisla-
rovide fro parking space

Section 5. General Faculty meetings called by the administra-
tion or Vice President for Irsbruc*‘on shall be limited to an
average of one (1) meeting per month during the Instructional
College Year. An oriertation meeting of new faculty and a
general faculty meeting may be scheduled prior to the beginning
of the fall semester in addition to the meetings ncted above.

Secticn 6. Up to fourteen (14) individual work davs . may be
Gsed annually at the discretion or the Ferum, for attendance
at state, regional or national activities regulring Forum
vepresentation, provided that prior notification is given to
the epurepriszte administrateor and the utilization of such
timpe ghall not iwmpalr the instructional program. :

roueement ‘shall supersede any rules, regula-
5 cf the Joald whlch shall be contrary to
ith its terms. This Aa:reﬂeﬁt sthhiall likewise
aparsede any Pon‘?ary or inrbn"isf'nt terms contained in any
tndividual totore in.effact,

i N . b
AL indididual £ :uluy

vhall be made expressly

subiject i the 0 ‘“”-wmdn,. Unless specilfizally
gtated, no prcviMu" 1LI€uL may bhe vwalved or altered

o)
ny the oemployver oy the

v 8. Unless specifically provided to the contravy, the

g of thias dgveaomaont shall be inepplicable to full-

BCRLLY L e iy work unhder supplenmental con-
tracta,  Tha sul& - fon shall ke as follows:



FLLPL LU DS PRUVISIONS

ERIC

Aruitoxt provided by Eic:

a) The provisions of Art. VIII shall apprly when
said individuals perform work under’ supplemental
contracts issued for the Spring and/or Summer
Sessions. Payments under Art., VIII for absences
occurring during such sessions shall be limited
to the daily supplemental contract rate.

b} The provisiens of Art. VIII, Section 1, shall
apply to full-time faculty members while performing
work under supplemental contracts during the In-
structional College Year. A full-time faculty
member using such leave under this provision shall
not receive his daily supplemental contract rate
in those cases where a substitute is compensated
for teaching his class.

by

Section 9. . Official copies of this agreement shall be
printed by the Board within sixty (60) days after the
Agreement is ratified. A copy chall be presented to all
faculty now employed, or hereafiter employed by the Board.
The Board will alvo supply to the Forum free of charge,
fifty (50) copiecs of the Agreement, plus nore as needed,
at reasonable cost.

Section 10. The Christmas Holidays designated in the College
calendar will apply to all members of the faculty.

However, counselors and librarians will provide adescquate

services to guarantee that these operations may continue

on a raduced basis during this period to the satisfaction

cf the appropriate administrator.

Individual work schedule: 1 be
2 of t}

5 wi developed in consultation
with the appropriate msmhers 2

faculty.

Section 1l. Servic

a) To insure a fair and sguitable sharing of the
Faguliy Forum's cost of serving as the statutory
bargaining agent for all faculty members, including
the cost involved in the negotiation and administration
of the collective bargaining agre=zment and the pro-
cessing of grievances under such -agra2awent, &ll mem-
Lers of the bargeaiuing wanit shall pay a servize fee
o the Faculiy Forum. This fee will be deductsd by
the Board from faouliy salaries, pursuant to written
antherization and tvansmitted to'the Faculty Forum
as hersinafter provided. For Faculty members who
choose to join the Facullty Forum, the fee will be the
dues of the Paculty Fovum and its alffiliate parent

e



ARTICLE XIV (Cont'd)

MISCELLANEQUS PROVISIONS

Section 1l. Service Fee (Cont'd)

organizations, and for non-members, it is ayreed

that the fair amount of this fee shall be equiv-

alent to the dues of the Faculty Forum and its
affiliate parent organizaticns. No member of the

unit shall be reguired to becomé a membzr of the
¥aculity Porum and its affiliate parent organizations.
nny member of the bargaining unit will, however,

rave the privilege of membership. In the event

that a feculty wmanber shall vefuse to either join

the Faculty Forum or auithorize the payment of the
aforementioned service fee in accordance with the
provision of paragraph b, the Board agrees to terminate
the enployment of such faculty member, such termination
to be subject to the same review as are terminations

of emplovment for other reasons, as specified in

Art. IV, cSection 4 4 or Section 7, whichever is applicable,
of this agreement. The parties expressly recognize
that the failure of any faculty member to comply with
the provisions of this article is good and adequate
cause for discharge from employment.

o) Within ten (19) days after the first day of the

first semsster, or within ten (10) days of ths first
date of a faculty member's cmployment, whichever

date is eariier, the faculty member must sign and
daliver %o the Personnel Office, a written assignment
aathorizing deduction of either the dues of the Faculty

mentionzd service fee. Such autherization shall
continue in effcct throughout the life of this agreement
cr until the emplovment of the faculty mewber has been
terminztad., '

¢) The deducition of the service fee shall be in uniform
amounts and shall be made bi-weekly from vregular pay-
roll pericds, beginning with the.second (2nd) payroll
in Cciober and ceuding not later than the last paveoll
in Aorrdild.

L

d) ‘The Beoard agraezs o promptly remit all monies so de-
Sucted, &

mzerding to written directions of the Forum
o acconpany such monies with a list of faculty

Ao Lt 2ad ameants from whow deductions have been made,
@) ‘The T Hoverbher lst and

Porum ognall, ne later than M
Feprvary lst, subwmit o iha Dived
the panas of 211 Taculty fa ]

article.

e
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ARTICLE XIV (Cont'd)

MISCELLANEOUS

PROVISIONS

Section 11. Service Fee (Cont'd)

£)

Temporary faculty members holding a temporary
contract for less than one full semester shall

be exempt from the terms of this article. Those
temporary individuals holding a full semester
contract shall pay at the rate of one-half (1/2)
the tctal sexrvice fee. Those holding a full year
temporary contract shall pay the full service fee.

The Forum will protect and save harmless the
Board from any and all claims, demands, suits,

and other forms of liability, including attorneys'
feecs incurred in connection therewith, by reason
of action taken, or not taken by the Board for '
the purpose of complying with Se¢tion 11 of Art.
XiV subject however, to the following conditions:

1. Tue damages have not resulted from the
negligence, nisfeasance, or malfeasance
of the Board or its agznts.

2. The Forum, after consultation with the
Bcard, has the right to decide whether .
to defend any said action or whether or
not to appzal the decision of any court
or ocithor tribunal regarding the validity
of tha section or the defense which may
astessed against the RBoard by any court
cr tribunal,

3. "he Forum has the right to choose the legal
counsel to defend any said suit or action.

4, 'The Forum shall have the right to compromise

cr scettle any claim made agzinst ithe Boaxd

undar this section.

45



ARTICLE XV

CONFORMITY TO LAW

This Agreement is subject in all respects to the laws of the

State of Michigan. In the event that any provision of this Agree-
ment shall at any time be held contrary to law by a court of competent
jurisdiction, such provision shall be void and inoperative.

All other provisions of this Agreement shall continue in effect.

ARTICLE XVI

WHOLE CONTRACT

This contract constitutes the entire agreement between the
part:ies but it may be amended in writing by mutual agreement of
the parties. Such anmendment must be ratified by both parties.

Egiq‘a : . -46-




ARTICLET XVIT
TERIHATION

Sectkion L.

e

This ~Agreoment shall remain in full force and
fact through the 1lE€th of August, 1574, and thercalter for
cuccessive periods of one (1) year unless eitler party shall, on

or before the sixtieth (60 th) day prior to expiration, scrve
a written notice on the other party of a desire to terminate,

moilfy or change this Agreement.
ragistered mail to the other party and

desired.

TN WITHESS WHEREOF,
oo the day and year

SCHQCLINLYT CULLEGRE
FORUHM

rATULYY

notice shall be sent by
shall specify the changes

Sach

Le parties horeto have set their signatures

T
first written above.

CF SCHOCLCLLYT
DISTRICT

BOAKD OF TRUSDYSES

COMMNUNI LY COLLEGE

Negotlator Dr. R. Robert Gezke, Chairman

LuAart dloco

er

Kaxy E. bumzs, Sarreltizy

P i Rt

[P rNa- St ~
RGN FOTNILA o SN 9 TN R

ERIC
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Cerald V. Munro, Cuief Hogotiator
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APPENDIX A-1

SALARY AGREEMENT 1973-74

1. The Salary Schedule shall be amended as of August 20, 1973
to reflect the addition of a cost of living allowance. The
amount of the Cost of Living allowance shall be determined
on the basis of the Consumers Price Index for Urban wage
earners and Clerical Workers, for the Detroit Metropolitan
Area, published by tihe Bureau of Labor Statistics, Department
of Labor (1967 = 100) and hereinafter referred to as the
"Index."

2. The Cost of Living allowance shall be contingent upon the
availability of the Index in its present form and calculated
on the same basis as the Index for the month of June 1972
unless otherwise augreed to by the parties.

i

. The amount of the Cost of lenng allowance shall be determined
as follows:

Index for June 1973
Index for June 1972 - 126.0

Net Change'z'
4, 1f the net change between the June 1972+ Index and the June
1973 Index does not exceed 2%, a minimum 2% Cost of Living
Allowance i1s guaranteed.

If the net change between the June 1972 Index and the June
. 1973 Index excceds 4%, no more than a 4% Cost of Liwving
allowance shall be allowed. The COLA % shall be applied to
the 1972~73 base salary and added to it to arrive at the
1973-74 base salary schedule. Such a schedule shall be
developed mutually by the Forum and the Administration.

U

FPersons employed in '1973-74 will on August 20, 1973 be
placed on the 1973-74 Salary Schedule Credit will be given
for an additional cxperience step ahen such step is
accessible. L

A factor of 1.25 shall be utilized to determine salary
schedules for counselors, assistant librarians, and forty-
cight week instruchors. ‘




APPENDIX B

SCHOOLCRAPFT COLLEGE
Livonia, MI 48151

REQUEST FOR CHANGE IN TRACK PLACEMENT ;

Date of Filing

I : , Budgei Center .

request that my track and step placement be changed as follows

PRESENT PLACEMENT _ $
' Track Step '

REQUESTED PLACEMENT ‘ . $
Track step

Rea on for raquested change:

(Attach necesca*y documentatiion)

coprilate Vice President

NOTE: This reguest must be made to the 3
' er the opening off the

2P
thicty (30) days afti

not later th hol 1

semaester. (See Art. ¥II Sect. 2 of the current Master Contract)
Approved by Date ;
Rejeaiad by Date :
Resnon fop daejachion:

CRUTLC
RS Cepproval e ;
O;fgwnaT - appliceat ;
st & Znd copies - Pevscnnel %
3rd copy -~ wetained for file

ERIC -

B 11701 Provided by ERIC



APPENDIX C

SCHOOLCRAFT COLLEGE
Livonia, HI 43151

PAYROLL SCHEDULE"

1972-73 1973--74

August 25 August | : 24
September 8 September 7
22 21
Octobher 6 October 5
20 19
- November 3 Novecmber 2
17 16
30
Daecember -1 December: 14
: 15 - 28

29
January , 12 ' Januacy 11
26 25
February 9 February ' 8
23 22
March 9 Mavch 8
23 ’ ' 22
April ) April 5
20 ' 19
May _ 4 May _ : 3
18 ' 17
31
June 1 : June - 14
15 .28

29
July 13 July 12
' 27 ) 26
st 1.0 Avgust 9
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\PPENDIX D

INSTRUCTIONS nstructions

(For filiing out tha Grievance Forms)

1. ©Notice that the grievance must be filed in three copies.
) Each copy is complete with its own rouiing system, in order
that all concernced individuals and groups ace constantly kept
aware of the progress of the grievance. '

2. It is imperative that you be very specific in filling out
the forms. Improper wording or an omission, no matter how
slight, may invalidate your grievance, and cause you to' lose
the opportunity to refile. It is urged that you consult
with the GRIEVANCE COMMITTEE of-the Faculty before you file.

3. Routing of the gri.wvance will be as follows:

a) All thiee -forms must be filad at Step 1. After that
point, only the blue form need be sed_to-pursue the
grieyance. “he white copy will remain in the Personnel
Oifica, and thae yellow copy is for the grievant's files.

b) Answars will b2 itachad thereto by the appropriate ad-
ministrator znd che appronriate hox is.to bhe cheoked off
at the bottom of the answ

sorker

'2x sheet by the grievant or the

casa

c"

4. Whan you have aC"ep*ou a zectlement be sure to advise the

Faculty Forum Girievances Committee.
3 5. If you feel that the Forum might well file a grievance, or if
g you feel that the Forum should support your grievance, present

your case o “he Grievance Coimitie before the oviginal filing.

THE RIGHT U0 HAVE A ¥ORUM R.‘Jf‘“ TSENTATIVE
C}') UEANLTNGS MAND CONSULTATIONSD TAKE AD- \
T OMRY SBAVE YOU HUICH CGRIER.

’

1()1]J?"° the
, yellaw, and
vance" smay be

Parsonmel snd/or the

o the (JJ' L«,V(J‘\L [

A nuthMta

e

) e
Q ' ' ' . - v

ERIC

Aruitoxt provided by Eic:



APPENDIX D

SCHOOLCRAFT COLLESGE
GRIEVANTCE REPORT
Name of Grievant Copy l: ADMINISTRATION
Position Routing Initials Date

' Rec'd.
Date Filed Step I Area Director

Alleged violacion, misi.teroretation,
or misapplication of existing Board

rules, regulations, or policies: Step II Vice President
Article _sSecticn 4 or
Board ;No. i . Step ILI President

I will xepresznt myself in the disposition of this grievance.

The Forum reserves the right to be represented at all
meetings and hearings conducted pursuant to this grievance
procedure and privy to all settlements reached.

B I authorize the Forum to reprasent me.
Caseworker

alleged violation

S TGRATURE
strators will

L append
zolutions to e2ach page of the grievance

O

ERIC

Aruitoxt provided by Eic:
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form.)

additcional sheets,
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CHOOLCTAPT COLLEGE

INSTRUCTIONAYL COLLEGE CALEN

L‘

397? 3

PALL SEMEST SR

August 17 New faculty orientation

August 21, 22
Avgust 21, 22, 23

Registration

APPENDIYX

E

August 24 : Clasgses begin
September 4 ' Labor Day - Ho classes
September 5 ' Classes resume
verber 23, 24 Thanksgiving. Recess - No classes
Novembaer 27 Classes resume
Decembear 9 Last day of classes

Decesmber 11, 12, 13, 14 Finzl Examinations
Dzcember 18 Grades due by noon

1.

.Zf]k SEMESTER

January 3, 4 Registration

Jenuary 3, 4, 5 Faguliy meatin

January 6 Clagses bagin

April 19 Lazt day of classes
pril 20 _ Good Friday - No classes
April 2 24, 25, 26 Tinal Bxaminations
April 27 Grades due by 3:00 p.m.
Apzil 29 - Commencenant

IRSHSSTION

CDegistration
Classes bﬂgln

duly 4 - _ Tadapendence’ Day -
1] ) Glaedas rasune

(7, &

O

ERIC
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SCEOOLCH T COLLEGE APPENDIX E-1

INSTRUCTIONAL CONLLEGE CAILUKDAR 1973-74
FALL SEMESTIR -

v
-

4]

!

=

August 15
August 20, 21
August 20, 21, 22 11ty meetings - ALl faculty on campus
August 23 . ! szes hegin

Cﬂourmhar 3 Labor Day =~ No classes

Seplerber 4 Clagses rosume

Huoy 2, 23 Thanksgi v1ng recess - No classes

faculiy orientation

=
‘e
4]
)
ld

Ol
(@I T
g-‘.

-1 03

]

S TS
MJT: X0

2
lovenber 26 Clagses wesume
Dccnnbe 8 i ot

. dey Oof classes
10, 11, 12, 13 .ipal ¥Examinations
17 : =2 due by noon

:hings - ALl Facully on campus

2 qi
Triday - Yo classas

anmnnatlon N
Cwrdes Jdue by 3:00 p.n. '
Lomancoemant

23, 24, 25

DN DD e A
RN O N
LY

.
B

R b ) T Oy e o
atal AR SRISION

clossns

-t
ST

¢

)
by

tmLang -

EEVL)
4]

L

ERIC
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ASSISTANT LIBRARIAN
AUDIO-VISUAL MATERIATS

ESPONST) ILITIES

PUTIES “ND R

The sistrnt TDibrarian in charge of “udio~Visu
esponsiblae to the Liorazlsn. The chief dutins

of this posit’on are:

the facu?
L deparime

e

de

-1y
o

work oloz
end i o-vioyes
C.‘.'Ol:‘.".:

1. 7o
O

Of

h ty to

in 11:

2. To formulate policies 7or the aud’o-vis
wiiich will best scrve the needs of the
stude.ts and to svbmit ti:ze 1. li~ies

for voval,

i
'.v._L-;J

3. Mo wselect avilio-viowal a-terisls

4, To in.tisle or'ers for audio-visual mat
ment for the a-»roval of the Librarian
oJu>crj cd bg :1e businass office. '

Tassi

5. alog,

materLdla.

TO o 14 Yoo owdan
audio--vigual

6. To be 050005101 for ithe circulation of
matecials and koep accurate records of

7. To he the meintenance
audio- tals and equ_:i_pm(?:nt.

Q

ERIC
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Wt of the ovepriiows

sual dooo o
mlty and
~hie Libras
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the manner
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avdio-visual
this circulation.’
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ASSISTANT LIBRARTAN! . ADPPENDIX G
CRiARAL ASSISTANT ‘ ’

DUTIES AND RESPONSIBILITIES

3

The (z2neral »ssistant Librarian is re;uorsmb]e to the Librarian.
The duties of thla position spring prlmarlly from the fact that

two ouhor assistant Librarians - +he Reference Librarian and the

Classification and Cataloglng Librarian - need L*ofeasional help in
accomplishing all of their duties. Therefore the chief cuties and
responsibilities of the General Assistant Librarian :.ve:

1. To serva a poxtion of each week as reference librarian
in the reading room.

2. To serve s assigned as classifier and cataloger under
' the divection of the Assistant Libwrevian in charge of
.;

this fupction,
Other duties axe:
a
3. DBe xo- ponﬁlee sor the selocution of books in ceartain suvbject
.arcas and work clos e1y with mambers chuhlng in these arcas.

4, Partic 'pace in the activities of professional library
associations and junior college orgeanizations.

5. Perform other prorcsswo-a1 duties as agr
i

recd upon be 2N
the Librarian and the Assistant Libracian.

(=3

O

[]{U:‘ - f -

Aruitoxt provided by Eic: . -



AB SIS

TAXNT. LIBRARTAN APPENDIX H

PARTODICALS A.D DOCUNMENTS

DUTIES AND RESPONSTBILITI

[t

The Assistant Tibrarian in charge of periodicals and documents is
responsible to the Librarian. The chiaf duties and responsibilities

of

.\)

ERIC

Aruitoxt provided by Eic:

1.

-1is position are:

~

To take care of the order, recwipt and circulation of
all pericdical, newspaper, and similar serial publications.

To prepare pericdical publlCﬂi’OnU for_binding.
To cocparate with ithe foculiy in gel h,L”ng periodical
publicati-ns to bhe added th the Libiay

T tal 2 care of the oyder, w2g0ivi, cad wuse of all
govoernanak docunanis including those received by the
WY in 1““ rola as a government depositoxy librarxy.

Maiatain cff:uient records of L. library's heldings of
serial peblications and govervme it docraants.

andle 21l cerrespondence concsining serial publicaiions
and government documents. '




pN—

ASSTSTANT L ITBRARIAN APPEINDIX I

DUTINES AND RESPC IS IO VTES

The Reference Libravian is r-spongible to the Librarian. 7The chiof
duties and responsibilities are:

1. To select materials for the librarv's reference collection.
Y

2. .To spend a portion ¢f ecach day as referconce librarian in
the reading rocn. B

gelection of ! oks in spo.o'fied
closely with the faculity tonch-

3. "o be nong
tbject axs
ing in the-g

4 To providns the facnlty with bibliographic assistance.

5. ri’o perfoxm other pu “ies ng cgraeed vpon by the

dv
dbravian and Aoasiotor

EI{I\C ‘ LB O

Aruitoxt provided by Eic:
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SOTANT LIBRART N APPEMDIX J

WHD CATALOGAR

IBTLITIES

-
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s
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the librarvian in developing policies
lassing and cataloging of library maj

‘s

Classify and catalog library materials undexr lim:

r1tzion of
the librarian.
Assume reguon;ibility fonr ordaving and- «whecking in printed
L.¢C. and Wilgon citalog cards.

Supcrvise typing and ion of aatalog cawvds for filing.

1 K od

Supnrvise the filing
for the maintencnce o

catalcy ca

rds nd ascyae responsibility
the canrd ca : :

taloo,

eiving, in. oecting ond

L]

ha 110r‘V1
i

Laks

an in developing policies pertinent to the
ary wanterials.

fudent ascigtant s in the wmechonical
mﬁhyuiaTs, for use by the reading |

for book repair.

hon of bheoks fox bianding and o Binding,
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s
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faculiy and publiec,
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TREAD OF INTRAIDURALNLS DPPRINIXK K

ot 8 8 e et e -

DL RS AUD

U TIBILL TIES

seonsible o the Dircctor of izalth,

The i1 .ad of Intramvcal ¥
1 ies. He is resp-asihle Loy

«

2

Physi a2l Education, aad
1

3. Xeeping records of al
r 4. Arranging for all facilities.
5. Scetting all brac xis,.

6. Assigning all ofiicials.

7. Praporying whe Introawswal Hoondl ok,
3. porpagiing nonldos o Dooandorad,
Y, Tking cave of 11 coxwenzondonce.

10. Attending cutivaties when ascassaiy.

12. Handling all pxctasis.
13, Iaventorying all acquisnont,
1A, At g U oahndianioog ol coriadn®s wnntdags,
4= ":l! ."L]., 3 T i v et
16, PRETO O I Y 4 o 11 leas
| 1

ERIC
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TIVE LABORATORY I NSTRUCTOR

A L PENDIX L

-

DUTIES AND 2ESPCHSIE LTINS

Under the direction of the Director, the Automotive Laboratory
Instructor serves as a "sczvice managern” far as the physical facil-
ities of the autom~iive laboxatory are concerxned.

8]

;2 will normally be in the Automotive Department during the hours of
8:00 a.m. to 5:00 p.m., :‘onday-through :riday. Durxng this tinie, he
7311

1.
.

. RNaccive ‘ppropriatn cars for inntructional purposes -~

r wyopriate in temis of the instwruction being crnducted

ak” that tine.

4)  WAlL il out a job ticket i dicating operations
to ba op cfomncs o the vehicloy,

P)  WiLL ot fnosioocatuce of o authorising tha repair
of the venilela and the deCdu“Q of parts ior said
vzhicle.,

) ¢)  Will ohtain pavis as needed following t! : purchasing
proccduve esta’ lished by the College

d) Parts used on-the car will be billed to the custcmer

) on the job ticket following College procedure.

a)  Will noad tost oy dynaménziar test as neceded or incphct
rontiele hofora & dhoany ds o wedae o cuatomaw and will
e niily that tha oal ela ds nooedy doux dalis imy. o

VYL hows el eheges cacoupted fox in ocecoxds ace wisch

SRR R TS B ST AR M ATy R P ‘-:_-.f~‘w"w:'z:_: bafose vehicle i
SN Em e, :
2.0 Fha povis agdib and «LL pneebaging cnd billing in

Penendenes vith College proaedoves,  Whis will includa:

DY e e edeg ofl v Lo Lo ia,

") T DR S S S AL AR

) B3I Eng off pooiin Do ‘M.HQHL;;

D I LS ) ) A e dorluovieLionsl

) SR SLTeas wrod Toa d SREIRHERIETEE §

KA Veasdes oare gy et e T et
‘ e
O
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SUTOMOTIVE LABORATORY IMSTRUCTOR (cont'd) APPENDIX L’

ERIC

Aruitoxt provided by Eic:

£)

g)

h)

Page 2

Bills, invoices, credit memos, .returned parts,
laundry, etc. will be accounted for at the end
of each mowth in accordance with College procedure.

All too:s, gupolied by the School,for instructional
urposans, will be iccounted fowx by proper storage
(LOOl 1aoks, cte.) and will be issued to students or

ngcructoxs om11 by College approved procedure.

Supplies and parts used for Iastructional purposes
will be accounted for by follovlng approved ploceduxes.

Laboratory Hainlenance:

a)

Maintain all equipment i.e. hoists, alignment racks,

~dynamometers, diagnosis cgnipant in the laboratory.

“

vhe lahoratory includes thae 1 £t aroa.

Ponoris Lo ¢ Divoctor of the Tecinical Divicion any
repairs or naintoenance problems which the Autcasotive
Department is not bqu?ppvd to handle.

Ansists instructors when "mock-ups" are needed i.e.
cut avay brakaes, carburators, otv

:3 instructor with the problems of engine _
g - component ounting, etc. fox ln:LLuCC’Oﬂal
s

P 4 V.
COYS OULOAaaS

L]
caa panliiag Lot o oohos
& .
Toegd - s J .
PRI R (R4 SRR {2 R
" s - o e e e v, .
[l ORI AERREREY L DR [T I 3
1 ! t et LR
) ! J ' e

Cens s consdiiion of aren oo, wvomovnd




' rve ¥ RAININHING ALSTRIDIX M
i HAYO /J HESTRrRUCTOR - R

et
fan

il\*Liu- TIv

DUTIES AND KRES OIS BTI TTT.0S

The dutles and 2e3pons;b111 ties are as follows:

1. To coordinate cooperative training programs in the Business
and Secretarial departments of the Applied Sciopce Division.

2. To recruit and sclect appropriate training stations. Yo
visit industrial/business firms to provide employment and
community service information. '

/) 3. To interview, select, and place tooperative twaining sutvdents.
Visit arxea schaols and work with the coordinctors and
connsalors,

4. To conduct eunloyevr wigcdioticns for studeni ovaluation.

\ 5. To ccoduct studont con-\“ w23 Aow job dmprovormant and
evaluation.

6. To imnstruct Business Cooperative Training classes.

7. ‘fo provide spec

al insgtruction, assignuents, ond projects
(o] strengthen t dents

3' job porformance.

8. o assist in full-time placement of Business cooperative
- ‘ tralning graduates.

9. ooaacintain moo iesayry dzeosds and £iloa,
J O ‘L‘O RN 7 aVEY O Ty =7 ey LN N L. 1 11 "\ e
Ve . reXanaim o ; (S EANWAR DAY 88 Aagraoad upon oy
¢ othe Ceoondinetorn tha Diracitow.

.
voadoy a cunolounantal
>

X ‘.)J BT R M o) \;'.z‘,'i:‘

12, Tensiuionit coordinator will be
I "*“':3(321 e BRI i
Yo : T
¢ A
<) -\ A
\«\ 1)
O . ’ ' \

ERIC DR I :
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DUTIES

BT ORS ' . APPENDIX N

RESPOUSID LLIWINS

m 1 ] o Y ‘; s
The Councilers—TeE re

Lffairs

O

ERIC
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‘

1.

2.

o r
and to ihe Dirc
bilities assignad to th

Plan and conduct

Ty cnnible o Lthe Vice President for Siudent

cior of Counseling. The duties and responsi-
is position are:

Parcicipating in the total guidance and counseling progranm,
including acadenic, vocational, and personal counseling.

Interviecw new students and develop individual programs
with them. '

Counsel sturanits tiraansfe:ving to cthex colleges and
prepare nec.ossary forms, except official transcripts.

Administer individual interest, aptitode and interest
a N .

tests as needed.

w2 Frooinon ooUlentatilon program.

Maintain vocatimal information files .

intain information pertaining to scholarships at four-yrar

sen’or colleges and high schools to develop :
Latwaeen Scohie slerafl College and othor cdugational

ng. P .o .

sesnind aomaiciziancal atoovonasyg of

]
ol

Pprorators o faocove dopartmantal avticuln

of hieir ploconani in

FnJrans .-

. S T
i goaronn nndoaieg

ifde heehnical and ¢




51T 0 NS COUNSELIOGCGR APPENDIX N-3

The aAdmis:zions Fou1fﬂeor ig res po.alble to the Vice President

for Stude

nt Aff.imvs ¢ad t.o the Dlrocbor OoF Adﬁl“”lOﬂo.

DUTIES AND RESPONSIBILITIES:

1.

ERIC

Aruitoxt provided by Eic:

bl )
' e S| -
of Studant Affairs,

Interview and counsal incoming st udonts who are2 applying:
to the College and de811° asslstance with procedures or
curriculum choice.

Assist in the progr-ms to wrocrulit new applicants and to
interpret the Coll.o .» to the community.

A . *

Visit junior and sonioyr high schools bto develop. ¢
between the Collcge and the schaols in the Collog
communiiy.

rieicul hion

Advise pr ospective students aboul the vocational and
LA (

educa nal avenucs open to thom.

r

pplication and registra ation of applicants
st LlOn periods.

Assist in the a
during the regi

Intevvieow and readmit students who hawe haen absent Ixrom
conpus oo nore ihan one samnester.

Assistyvwith the GED testing precgram in all phases including
administration, ana1y:js and interpreiation.

Rovicy veTords and admit soaplisants io the Collagn,
Assdst in the voscoonh oraiocing Jdovaleped by the Ofifiice

programs,
connaeling,
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This counvﬁ or is directly razponsible to the Vice-Prasident
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5 21D RESPONSIBILITIES:

1.y To plan, wrganize, and direct all functions related to

10,

. £he Studunt Activities Office.

To encourage the involvement of students and student

organizations in the nvelopmﬂnt and implementation of

a czlendar of mducatjon, ultural, and social activiities.

To supervise and coordiiT Le facn]ty advisexn, consultants,
and other o:aauxuhtloq al assistants to student. orq»nizations.

To supervise the secretarial personnel and stude " aides
ausigned LO the Student Activities Office,

To counzal r‘uﬂ*nrs on academic, financial, vocational,

~nd personal ' ’

‘o act s 1a
Office of 8i
To advisa - . ies oard and the iwd L Senat
To make racosmendelicons to the Vice President for

Student ~ifairs on mathters relating to procedures and
policies in the area of student activitic

To approve all pocters and establish pcorbdulca for

their display.

the qtud ni Sonate and the
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.To approve 111 announcenents for the st Udent bulletin

boards, and schedule the use of displny cases.

To assist siudents to form new clubs and OLQBHl/&t’ODS
,nd to help ﬂ]afi thein constitution s,
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INSTRUCTORS ' ' . APPEHDIX O

CLITES ANMD RES IBILITIES

HMembers o. the faculty at Schoolcraft College desigrnated by the
title "Instructor" are responsible to the Vice President for
Instruction. The primary duty of the instructecr is to teach. The
following responsibilities are considered significant.

. Teach -ourscs in accordance w1th the description publishid
in thc catalog. ' :

N

Schedule " ice F.urs for student consultation and post
these hours promingnily. . '

3. lMeet all scheduled class, odfice commitments, and final
examinations as ochodxlzd -

4. Attend and participate in 2)1 schedulcd faculty meetings
unless exrn“ed by the appropriate admiaistrative officer
or unless «¢lasses =nflict.,

teadance acoxds of students and sulmit
ts to ihe Reglistar's ofiice.

6. Prepare ard submnit to thé Registar grade wrenorts on schedule.

7. sSebmit to the Director of Counseling reports on all
studants who the faculty member believes are in necd of
counsel.

tand and paxticipate in all schiduled depariment

8. ¥
Vi LINgSs. . ' s
9. Coopauysta with his deoavituent fn dovelooing course ovilin s
; ;
10. nea of the lalkowatouy

thm Instructornr,
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APPENDIX P

occupPaTIONAL THERAPY ASSISTANT

COORDINAZTOR/IKS TRUCTOR

DUTIES AND RESPONSIBILITIES

A. Imstructional Duties and Responsibilities:

The inctructional duties and responsibilities are the same #s
For any instructor. o '
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B. Coowdination Duti:ss and Respons Litles:

The ccordination duties and responsibilities are described
bzlow. ' ‘

1. JiAvaluate and weacommen
O;:c‘ mwational Therapy din i
the Dircztor of Health C'm Cers,

2. oSnlist the assistance of hospital Cowupational Tharapy
~2dminigtrator as Affiliation Supervisors and conduct
appropriate orientation SEEE: sions.

3. Daovelop ths insty uctional directed proctice assignments
for uce iliation fupexvisors.
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.

on a retation bhasis so th
i

. Bchedule all freshmen and sophomore Occupational Therany
at cach student completes
grac?ice training in | the variocus

F]

SO i DNES
SN :14','2. A

34 S o
R 4 A Qe TR Sl .
- oualuniiion airv
-
D L ]

ERIC

Aruitoxt provided by Eic:




PDENDIX Q

MEDICAL RECORDS TECHNOLOGY

COORDINAXTORS/INSTRUCTORS

AXD Ri :JI‘O,.. TUYLETIES

A. Tn tructional Enties and Responsibilities

Thia lnstrurtlonal duties and responsibilities are the same as
for any instructor.

Coordination Duties and Responsibilities:

¥
A
.

The coordination duties and’ resron51olll les are describod
a2low. The coordination portion of the Madical Rocords Te chnology
Coordinator/Instructor load will Lo eguatcd o four hours.

1. &Zvaluate hosital sites for
wedical aiiil’ tion to che Divector
of Healith '

2. ¢ ist the assistance of 00001,<L Medical Record Administrator
as Affiliation Supervisors and conduct appropriste orisont-
ntlon sessions.

3. ndvelop the iunstyuc C¢ona1 dircoted preuiice assiymments for
use by, Affiliation Supervisors. ’ ‘

- .
4. Schedule all freshmen and sophomore

cudants
on a wotation bhafis so that each stu the

me
des

dical record st
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. required dirzctal practice hrainis g dn the various hospital
SRS, ' :
5. Conduct coowdinator-afiiliaticn supevvisor visitations fox
a student avaluation afl «w cach wolatic i '
6. ~studant condarancas for and
in 39;ﬁ3131;Jn aress., o - .
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